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SECTION 01770 - CLOSEOUT PROCEDURES 

PART 1 - GENERAL 

1.1  RELATED DOCUMENTS 

A. Drawings and general provisions of the Contract, including General and Supplementary Conditions and 
other Division 1 Specification Sections, apply to this Section. 

1.2 SUMMARY 

A. This Section includes administrative and procedural requirements for contract closeout, including, but 
not limited to, the following: 
1. Inspection procedures. 
2. Project Record Documents. 
3. Operation and maintenance manuals. 
4. Warranties. 
5. Instruction of Owner's personnel. 
6. Final cleaning. 

1.3 SUBSTANTIAL COMPLETION 

A. Preliminary Procedures:  Before requesting inspection for determining date of Substantial Completion, 
complete the following.  List items below that are incomplete in request. 
1. Prepare a list of items to be completed and corrected (punch list), the value of items on the list, 

and reasons why the Work is not complete. 
2. Advise Owner of pending insurance changeover requirements. 
3. Submit specific warranties, workmanship bonds, maintenance service agreements, final 

certifications, and similar documents. 
4. Obtain and submit releases permitting Owner unrestricted use of the Work and access to 

services and utilities.  Include occupancy permits, operating certificates, and similar releases. 
5. Prepare and submit Project Record Documents, operation and maintenance manuals, Final 

Completion construction photographs damage or settlement surveys, property surveys, and 
similar final record information. 

6. Deliver tools, spare parts, extra materials, and similar items to location designated by Owner.  
Label with manufacturer's name and model number where applicable. 

7. Make final changeover of permanent locks and deliver keys to Owner.  Advise Owner's personnel 
of changeover in security provisions. 

8. Complete startup testing of systems. 
9. Submit test/adjust/balance records. 
10. Terminate and remove temporary facilities from Project site, along with mockups, construction 

tools, and similar elements. 
11. Advise Owner of changeover in heat and other utilities. 
12. Submit changeover information related to Owner's occupancy, use, operation, and maintenance. 
13. Complete final cleaning requirements, including touchup painting. 
14. Touch up and otherwise repair and restore marred exposed finishes to eliminate visual defects. 
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B. Inspection:  Submit a written request for final inspection for Substantial Completion. The Owner will 
prepare the Certificate of Substantial Completion after inspection or will notify Contractor of items, either 
on Contractor's list or additional items, which must be completed or corrected before certificate will be 
issued. 
1. Re-inspection:  Request re-inspection when the Work identified in previous inspections as 

incomplete is completed or corrected. 
2. Results of completed inspection will form the basis of requirements for Final Completion. 

1.4 FINAL COMPLETION 

A. Preliminary Procedures:  Before requesting final inspection for determining date of Final Completion, 
complete the following: 
1. Submit a final Application for Payment according to Division 1 Section "Payment Procedures." 
2. Submit copy of Owner's Substantial Completion inspection list of items to be completed or 

corrected (punch list), endorsed and dated by Owner.  The copy of the list shall state that each 
item has been completed or otherwise resolved for acceptance. 

3. Submit evidence of final, continuing insurance coverage complying with insurance requirements. 
4. Submit pest-control final inspection report and warranty. 
5. Instruct Owner's personnel in operation, adjustment, and maintenance of products, equipment, 

and systems.  

1.5 PROJECT RECORD DOCUMENTS 

A. General:  Do not use Project Record Documents for construction purposes.  Protect Project Record 
Documents from deterioration and loss.  Provide access to Project Record Documents for reference 
during normal working hours. 

B. Record Drawings:  Maintain as built field data. 
1. The Contractor shall keep at the construction site a complete set of full size prints of the contract 

drawings, reproduced at the Contractor’s expense.  During construction these prints shall be 
marked to show all deviations in actual construction from the contract drawings.  The color red 
shall be used to indicate all additions and green to indicate all deletions.  The drawings shall 
show all the following information but not be limited thereto. 

2. The locations and descriptions of any utility line and other installations of any kind or description 
know to exist in the construction area.  The location includes dimensions to permanent features 
and depth. 

3. The locations and dimensions of any changes within the building or structure. 
4. Changes in details design or additional information obtained from working drawings. 
5. All changes or modifications from the original design and from the final inspection. 
6. These deviations shall be shown in the same general detail used in the contract documents.  

Marking of the prints shall be pursued continuously during construction to keep them up-to-date.  
In addition, the contractor shall maintain full size mark-up drawings, nameplate data, description, 
and serial numbers of all installed equipment.  The resulting field-marked prints and data shall be 
referred to and marked as “As-Built Field Data,” and shall be made available for inspection by the 
Owner’s representative whenever requested during construction. 

7. The As-Built Field Data shall reflect the exact installation performed and shall be submitted to the 
Owner’s representative for review and approval a minimum of 3 working days prior to the date of 
final inspection.  If review of the preliminary as-built drawings reveals errors and/or omissions, the 
drawings will be returned to the Contractor for corrections.  The Contractor shall make all 
corrections and return the drawings to the Owner within 10 calendar days of receipt. 
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8. All costs incurred by the Contractor in preparation and furnishing of as-built documents shall be 
included in the contract price and no separate payment will be made for this work.  Approval and 
acceptance of the final as-built record documents shall be accomplished before final payment is 
made to the contractor. 

C. Record Specifications:  Submit one copy of Project's Specifications, including addenda and contract 
modifications.  Mark copy to indicate the actual product installation where installation varies from that 
indicated in Specifications, addenda, and contract modifications. 
1. Give particular attention to information on concealed products and installations that cannot be 

readily identified and recorded later. 
2. Mark copy with the proprietary name and model number of products, materials, and equipment 

furnished, including substitutions and product options selected. 
3. Note related Change Orders, Record Drawings, and Product Data, where applicable. 

D. Miscellaneous Record Submittals:  Assemble miscellaneous records required by other Specification 
Sections for miscellaneous record keeping and submittal in connection with actual performance of the 
Work.  Bind or file miscellaneous records and identify each, ready for continued use and reference. 

1.6 OPERATION AND MAINTENANCE MANUALS 

A. Assemble a complete set of operation and maintenance data indicating the operation and maintenance 
of each system, subsystem, and piece of equipment not part of a system.  Include operation and 
maintenance data required in individual Specification Sections and as follows: 
1. Operation Data: 

a. Emergency instructions and procedures. 
b. System, subsystem, and equipment descriptions, including operating standards. 
c. Operating procedures, including startup, shutdown, seasonal, and weekend operations. 
d. Description of controls and sequence of operations. 
e. Piping diagrams. 

2. Maintenance Data: 
a. Manufacturer's information, including list of spare parts. 
b. Name, address, and telephone number of Installer or supplier. 
c. Maintenance procedures. 
d. Maintenance and service schedules for preventive and routine maintenance. 
e. Maintenance record forms. 
f. Sources of spare parts and maintenance materials. 
g. Copies of maintenance service agreements. 
h. Copies of warranties and bonds. 

B. Organize operation and maintenance manuals into suitable sets of manageable size.  Provide 4 
complete sets of instruction, each in post-form binders, containing the manufacturer’s operating and 
maintenance instructions for all equipment.  Where information or instructions are included for more 
than one model, the Contractor shall clearly mark the model actually installed on the Project.  The 
manuals shall be sectionalized using dividers with labeled tab identifying the product/item behind the 
dividers.  One complete set shall be provided at the time test procedures are submitted, and the 
remaining sets shall be furnished before the contract is completed.  Furnishing operating and 
maintenance instructions does not relieve the Contractor of the responsibility of furnishing framed 
instructions and schematics where specified.  Each binder shall be indelibly marked on the exterior front 
and edge with the project name, project number, contract number, name of contractor and date. 

C. WARRANTIES 
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D. Submittal Time:  Submit written warranties on request of Owner for designated portions of the Work 
where commencement of warranties other than date of Substantial Completion is indicated. 

E. Organize warranty documents into an orderly sequence based on the table of contents of the Project 
Manual. 
1. Bind warranties and bonds in heavy-duty, 3-ring, vinyl-covered, loose-leaf binders, thickness as 

necessary to accommodate contents, and sized to receive 8-1/2-by-11 -inch paper. 
2. Provide heavy paper dividers with plastic-covered tabs for each separate warranty.  Mark tab to 

identify the product or installation.  Provide a typed description of the product or installation, 
including the name of the product and the name, address, and telephone number of Installer. 

3. Identify each binder on the front and spine with the typed or printed title "WARRANTIES," Project 
name, and name of Contractor. 

F. Provide additional copies of each warranty to include in operation and maintenance manuals. 

PART 2 - PRODUCTS 

2.1 MATERIALS 

A. Cleaning Agents:  Use cleaning materials and agents recommended by manufacturer or fabricator of 
the surface to be cleaned.  Do not use cleaning agents that are potentially hazardous to health or 
property or that might damage finished surfaces. 

PART 3 - EXECUTION 

3.1 DEMONSTRATION AND TRAINING 

A. Instruction:  Instruct Owner's personnel to adjust, operate, and maintain systems, subsystems, and 
equipment not part of a system. 
1. Provide instructors experienced in operation and maintenance procedures. 
2. Provide instruction at mutually agreed-on times.  For equipment that requires seasonal operation, 

provide similar instruction at the start of each season. 
3. Schedule training with Owner with at least seven days' advance notice. 
4. Coordinate instructors, including providing notification of dates, times, length of instruction, and 

course content. 

B. Program Structure:  Develop an instruction program that includes individual training modules for each 
system and equipment not part of a system, as required by individual Specification Sections.  For each 
training module, develop a learning objective and teaching outline.  Include instruction for the following: 
1. System design and operational philosophy. 
2. Review of documentation. 
3. Operations. 
4. Adjustments. 
5. Troubleshooting. 
6. Maintenance. 
7. Repair. 
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3.2 FINAL CLEANING 

A. General:  Provide final cleaning.  Conduct cleaning and waste-removal operations to comply with local 
laws and ordinances and Federal and local environmental and antipollution regulations. 

B. Cleaning:  Employ experienced workers or professional cleaners for final cleaning.  Clean each surface 
or unit to condition expected in an average commercial building cleaning and maintenance program.  
Comply with manufacturer's written instructions. 
1.  Leave Project clean and ready for occupancy. 

C. Comply with safety standards for cleaning.  Do not burn waste materials.  Do not bury debris or excess 
materials on Owner's property.  Do not discharge volatile, harmful, or dangerous materials into drainage 
systems.  Remove waste materials from Project site and dispose of lawfully. 

END OF SECTION 01770 


